POLICY
PRIVACY

Rationale

The Board is required to comply with the Privacy Act 1993 in all aspects for employees, and in its role as the body with the overall responsibility for the running of the school.

Purposes

To promote and protect individual privacy with regard to:

a) the collection, use, and disclosure of information relating to individuals;

b) access by each individual to information relating to that individual held by the school.

Guidelines 

1. The following guidelines apply to information collected from employees and in general terms from pupils.

2. Personal information will not be collected unless the information is collected for a purpose connected to a function or activity of Titirangi School, and the collection of the information is necessary for that purpose.

3. Unless it is impossible to do so, the information must be collected directly from the individual concerned.

4. The individual concerned must know the purpose for which the information is being collected, and the intended recipients of the information, and of the rights of access to, and correction of, personal information.

5. The collection of personal information must not be conducted by unlawful means or in circumstances which are unfair or intrude to an unreasonable extent upon the personal affairs of the individual concerned.  

6. Reasonable steps must be taken to ensure that information held is accurate for its intended use i.e. up to date, complete, relevant and not misleading.

7. Information shall not be held for longer than is necessary.

8. The Principal will undertake the role of Privacy Officer who has the task of ensuring school procedures and actions comply with privacy legislation.

9. Reasonable safeguards are to be taken to protect personal information against loss, or unauthorised access, use, modification, disclosure, or misuse.

10. It is noted that in most cases, access to the information by caregivers is allowable as part of the educational partnership as it applies to the children’s learning. 

11. Personal information should only be disclosed to custodial parents or ‘entitled personnel’ (Refer to ‘Access to Pupils’ Policy).

12. In the case of a family or custodial dispute all requests for information will be referred to the Senior Management team.  Whilst staff are required to follow any court orders that they are aware of, other than statements / details of ‘fact’, the school will not provide documentation in support of either parties legal case.

13. All forms which collect personal information should contain details about the purpose, use, and disclosure of the information collected.  It is acknowledged that some information is required for matters relating to the general operation of the school.

14. The staff and Board will comply with the Privacy Act 1993.

15. Staff are expected to have read “A Guide for Employers – The Privacy Act 1993”, a copy of which is permanently displayed in the staffroom.  Any queries or concerns should be discussed with the school’s Privacy Officer i.e. Principal.    

Conclusion

In implementing this policy the Board of Trustees will uphold the requirements of the ‘Privacy Act 1993’.  
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